
 
 
 

  

ALASKA NATIONAL 
GUARD NOTICE 

 
NGAK-HRO AKNGN 1418.11 
DISTRIBUTION: AKNG  28 November 2018 
 

NEW EMPLOYEE ORIENTATION (NEO) PROGRAM INSTRUCTION 
 
1.  Reference.  Technician Personnel Regulation (TPR) 400, National Guard Bureau 14 
September 2007. 
 
2.  Superseded / Cancelled. Memorandum for AKNG Technicians, New Employee 
Orientation (NEO) Program Instruction (online in-processing).  Online in-processing has 
been cancelled until further notice and face to face New Employee Orientation (NEO) 
will resume effective immediately.  
 
3.  Applicability.   This instruction applies to all Alaska Army National Guard (AK-ARNG) 
and Air National Guard (AK-ANG) technicians plus commanders, managers, and 
supervisors (military and civilian) with authority or responsibility over technician 
personnel management. 
 
4.  Background. Per Technician Personnel Regulation 400, paragraph 2-4b, “Newly 
appointed technicians must complete a New Employee Orientation Course, as 
established by the Technician HRD Program in the state.”  
 
5.  Responsibilities. 
 
     a.  Supervisors are required to allow new employees to attend the HRO orientation 
on their new hire date.  
 
     b.  HRO will send an email to the new employee and supervisor with the specific 
date, time, and location of the orientation. A benefits briefing for permanent and 
indefinite employees may be done at a later date, requiring the new employee to be 
away from their place of duty for an additional day. Remote HRO liaisons will conduct 
new hire orientation in the local area with the assistance of the HRO. 
      
     c.  New employees will be required to conduct additional research during the first two 
weeks of employment and elect or change benefits during eligibility period, normally 60 
days from the hire date for most benefits. 
 
     d.  Supervisors will be provided with a Supervisors Employee Orientation checklist, 
which they will complete with their new employee within the first two weeks of hire. 
 
     e.   HRO will continue to work and modify the on-line in processing for new hires 
which will be implemented in the spring of 2019.  
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6.  Releasability.  This notice is approved for public release; distribution is unlimited. 
This notice will be posted in a prominent visible place, and is available for download. 
 
7.  Effective Date.  This notice is effective upon receipt. 
 
8.  For further assistance, contact Mr. Ivan Cuevas, Supervisory Human Resources 
Specialist by email: ivan.g.cuevasruiz.civ@mail.mil or (907) 428-6475. 
 
FOR THE ADJUTANT GENERAL: 

                                                                              
       KEVIN L. PARK, GS-14 
       Director, Human Resources Office 
       Alaska National Guard 


